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REVOLVING FUND

To enable the State to realize savinzs made possible by bulk
and seasonal buying a Revolving Fund was established and a warehouse
opened in 1926, Purchases are made on the anticipated needs of the
Using Authorities and the supplies stored in the Warehouse until
nceded by the Using Authority. A General Ledger is maintained as
the permanent book of account for the Revolving Fund,

1. | Other records involved in the operation of the Revolving Fund
include the following: '

APPROVED
HALL OF RECORDS COMMISSION

Dates: 1949 - - )
. Quantity: 15 dx)'awers and 1l cubic feet (total LO cubic
. feet
Annual Accumulation: 5% cubic feot
Disposable Amount: 25 cubic feet
Audit: State

L7-A Purchase Order - Triplicate copy (original goes to the
vendor, duplicate to the Using Authority,
‘quadruplicate to Warehouse)

Subsidiary Stores Ledger - shows classification item nume
ber, commodity received, vendor!s name,
cost per unit; date received, order num-
ber, quantity and amount; date issued,
invoice number, Using Authorities, quanti-
ty shipped, and amount; balance on hand,
and monthly monetary balances. The Sub- ;
sidiary Stores Ledger is used as a posting

2
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Describe records accurately. Include title, form number, size of documents, of Hall of Records
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{cubic or linear feet}. Show recommended retention period. Works.

. medium to the Daily Tie-In-Sheet and algo
for inventory control purposes.
Dally Tie~in Sheet - postings to this sheet indicate daily
receipts into and shipments from stock,
\ . It i1s used as a detail record to balance
the subsidliary account and for posting
to the General Ledger,
Report of Partial Delivery « forwarded to the Revolving
Fund Desk if more than one shipment 1s

required to complete the contract
L7-A Purchase Order - Quadruplicate copy - forvarded to the
Revolving Fund Desk as a delivery report
when the contract is completed in one
shipment.
Invoice - Received from vendor in triplicatd, original
' forvarded to the Comptroller, duplicate
attached to file copy of transmittal. The
triplicate is filed in numerical order
and is used for reference purposes only.
This copy of the invoice (triplicate) is
considered non-record within the meaning
of the statute governing non-record
' material (art. L3, Sec. 155, Annotated

| @

. Code of 1951)

E~1 Transmittal - original and duplicate forwarded to Comp=
troller, lists invoices to be paid; the

!
original invoices are attached to ¢
! transmittal. The file copy of the trans-
) mittal has the duplicate of the invoices

attached.

Paying Warrant = agency copy of Pay Varrant
Delivery Involce - original forwarded from Warehouse to
Revolving Fund Desk at time material is

v

"APPROVED
HALL OF RECORDS COMMISSION

removed from Varehouse., Used to post to ¢
Subsidiary Stores Ledger card and Daily y g
Tie-in Sheet -
52 Credit Memoranda 02
Tebit Memoranda adjusting documents issued to correct - =
’ over or under charges on previous billingsg -2
or to credit returned commodities. Used — )
to adjust subsidiary and general ledgers. L=
The records noted above are filed in the following marmers ~ o
fhe Purchase Order (triplicate) is filed separately; the | == ~ o
Partial Delivery Report or Purchase Order (quadruplicate) is filed AR B
as a unit; vendor!s invoices, transmittals, and paying warrantsare cTE:
‘ filed as a undt; the subsidiary stores ledper, daily tie-in shect, o !
gﬁivery invoice, and credit memoranda are maintained in individual @ *3
€8¢ o

RETAIN FOR TIREE YEARS OR UNTIL AUDITED, WHICHEVER

RECOMMENDATION ¢
IS LATER, AND THEN DESTROY.
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Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

WAREHQUSE - o .

PURCHASE ORDER ) . - .

' Form No.: L47-A
Datess 1947 - - .
Quantity: 1 drawer -
File Arrangement: Chronological
Annual Accumalation: 1 or 2 linear inches
Disposable Amounts 1 cubic foot

The Warehouse copy of the Purchase Order is used as a delivery
sheet, If all items on ths order are delivered at one time the
purchase order is forwarded to the Revolving Fund Desk., If the
delivery is in part only, a Partial Delivery Report is prepared
and forwarded to the Deskjy another Partial Delivery Report is
prepared when the delivery is completed and the Purchase Order

the delivery is completed.
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

STORES RECORD CARD

“

Form No.: 5S4

Sizer 5% x 8

Dates: 1947 - -

Quantity: 2 cubic feet

File Arrangement: By Quarter, and commodity classifica-
tion therein

Ammua), Accumulation: lessthan 4 cubic feet

Disposable Amount: 1% cubic fest

This is an inventory control card prepared for each class of cam-
modity requisitioned. Card shows commodity, size or packapge, unit,
vendor, quarter, where located in Warehouss, deliveries, order

number, quantity received, invoice number, Using Authority, quane
tity delivered, and balance on hand. The cards are placed in an
inactive file as each purchase stored in the Warchouse is depleted.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEW DESTROY.

ARD -
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retained in the Warehouse. There is very rare reference to it after
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. ﬁ
L. | STORES REQUISITICN

6. | REGULAR REQUISITIONS Date «.ort het T

Form No.: 37A

Y Size: 8@ x 11
Datest 1949 - - .
Quantitys: 3 drauers (L3 cublic feet)
File Arrangement: Numerical
Annual Accumulations & cubic foot
Disposable Amounts 2 cubic feet
Avdit: State :

This form is received from the Using Authority as authorization to
ship comnodities purchased through the Revolving Mmd. It is used
to post to the Stores Record (inventory) Card, prepare the Delivery
Invoice, and note deliveries on the Stock Card (salmon) (Item 7).

RECOMMENDATION: RETAIN FOR THREE YRARS OR UNTIL AUDITED, VHICHEVER
IS LATER, AND THEN DESTROY.

DELIVERY INVOICE BOOK CGVERS

Size: 8L® x 10®

Datess 1948 « -

Quantity: 1 drawer (11 cubic feet)

File Arrangement: Numerical

Annual Accumulations less than 3 cubic foot
Disposable Amount: 1 cubic foot

Delivery invoices, for deliveries from the Warehouse, are pads of
twenty-five pre-numbered invoice forms. No copies of the invoices
are retained by the Warehouse. The cover of the invoice pad, howe
ever, notes the invoice number, purchase bureau number, date, and
the Using Authority. They are used by the Warehouse as a reference
to the status of the quarterts invoices.

RECOMMENDATION: RETAIN FOR THREE YEARS ARD THEN DESTROY.

REGULAR REQUISITIONS APPRGY I
BO AR o POBLI

Dates: 1952 = -

Quantity: 240 drawers (L8O cubie feet) s
File Arrangements Quarterly and by coumodity .therein
Amnual Accumulation: 80 drawers {360 cubic feet)

R LR R AN

To obtain the benefits of bulk buying ths various Using Authorities
submit requisitions to the Dureau for their anticipated needs of
the next three months. On the basis of these requests, bids are

Leosto e

APPROVED
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4 5. Description of Records

Describe records accurately.

6. Recommendation

Itern Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relote, inclusive dates and quantity and Board of Public
: {cubic or linear feet). Show recommended retention period. Works.
solicited and tsbulated, and contracts awarded. The following
records result from this operation: - =
1A Requisition for Supplies - one list for each classifica- 3
tion received from the Using Authority =
3 Proposal - form submitted by the bidder with the bid o=
indicating acceptancs of the general rules and w9
regulations and speciﬁcations of the Bureau =
678 Bid Tabulation Shest Ca
27A Copy of Contract Awvarded - the original contract is for- =S
warded to the vendorj besides the copy filed with a- o
other documents pertaining to the purchase, the : o=
Bureau also has a carbcen copy on plain yellow paper S
filed numerically and used as a check against the —
invoices before payment is approved. —
L7A Purchase Order - Warchouse copy if delivery is to be made é
to the Warehouse.
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
7.| STOCK CARDS (SALMOM)
Form No.: 11
Dates: 1947 = =
Quantity: 6 cubic feet
Flle Arrangement: Ey quarter and classification
Amual Accumulaticng 1 cubic foot
Pisposable Amounts 3 cubic feet
The salmon stock card is prepared for purchases made through the
Revolving Fund for delivery to the VWarehouse. The card shows the
Using Authority making the requisition, the material requisitiom,
quantity, vendor, unit price, contract number, and waether gro-
ceries or dry goeds, etec. The card is used for the preparation of
delivery invoices, and for steck control purposes.
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEHW DnS’_I'R?S.!_,! OV D B )
8. | STOCK CARDS (WHITE) . BOARD o1 rUBLIC W ORhL
MAY 1 4 1955
Form No.: 11 Date eoss: -o-
Size: 5" LcB“ W/\
Dates’ 19 7 - - AL UK LR AR esse ]
Quantity: 10 cubic feet Seeretad

File Arrangement: By quarter and therein by comodity
Annual Accumulation: 1% cubic feet

Disposable Amounts 5 cubic feet

A white stock card is prepared for quarterly purchases uhich are to
bp delivered directly to the Using Authority. One card is prepared
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(cubic or linear feet). Show recommended retention period.

Works.

6. Recommendation
of Hall of Records
and Board of Public

i SEEEWICT

N Sabn e it v e e ey e Apvn e

e s e v -

for each class of commodity showing Using Authority for whom
ordered, description of item, quantity, vendor, price per unit.
The card is used as a control for deliveries and to check vendors
invoices ‘for consistency of unit prices.

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.

OTHER REQUISITIONS

9. OUT-OP-SCHEDULE PURCHASES

: Datess 1952 = = .
Quantity: included in Item 6 .
File Arrangement: By classification and chronological
therein
Out-of-Schedule requisitions are used by the Using Authorities to
time the _regnlar requisition was submitted or such other items as

perishables, etc. Reccrds involved in these purchases and filed
in the Bureau include:

100/16  Cuteof-Schedule Requisition for supplies

original 1s forwarded to the vendor and a copy

copies retained by the Bureau, one is attached

the involces before payment is approved.
Correspondence and vendor's advertising literature is
also attached to the requisition
678 Tabulation Sheets - may also be attached.

nunerical file.

An extra copy of the Out-of-Schedule requisition is maintained by
the Chief of the Pureau as a reference file. This copy is con-
sidered non-record within ths meaning of the statute governing
non-record material (Art. 4§, Sec. 155, Annotated Code of 1951).

RECOMMENDATICNs RETAIN FOR THREE YEARS AND THCN DESTROY.

requisition material the need for which was not anticipated at the
nay be exerpled by the Director of the Departmznt such as printing,

68A Inquiry - sent to vendors and contractors regarding their
ability to supply the item, and the conditions.
264 Copy of Contract Awarded - the Bureau retains two carben

coples of the award on plain yellow paper. The
on Form 27A to the Using Authority. Of the two

to the Reguisition and the other is filed in the
numerical file where 1t is used to check against

The recommendation for this item applies to the requisition and all
data attached thereto and the copy of the award of contract in the

APPROVED
HALL QF RECORDS COMMISSION
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CAPITAL FUND REQUISITIONS

Quantity: 3ncluded in Item 6

)
Requisitions for equipment to be charged to Capital Funds of thes
Using Authority must first be approved by the Department of Public
Improvenents before submission to the Purchasing Bureau. A Capital
Fund requisition includes the following recordss: -

CF-1 Capital Fund Requisition for Equipment
68-A Inquiry - sent to vendors regarding their sbility to
supply the required items
CP<3 Copy of contract awarded
RECOMMENDATION: RETAIN FOR THREE YEARS AWD THEN DESTROY

ACTUAL EMERGENCY PURCHASE REPCRT ’

~

Form No.: 100/2L

Size: 84® x 11

Dates: 1952 - -

Quantity: 3 drawvers

File Arrangement: Chronological
Amnual Accumulation: Y drawer

Emergency purchases are permitted, whereby the usual purchasing
procedures ave by-passed and the Using Authority obtains the needed
commodity or service immediately. The report of such purchases
must contain a statement justifying ths purchase and be accompanied
by the original and duplicate of the vendors lnvoice before the
Bureau will approve payment. If the duplicate of ths involce is
not available ithe Using Autuority must show the details of the
invoice on the Emergency Purchase keport.

RECOMMENDATIONs RETAIN FOR THREE YEARS AND THUEN DESTROYL 1?12V
BOARD 0l PO

CORRESPONDENCE Datc-----M'“-’ 1 4 1956

Dates: 19%h - -
Quantity: 6 drawers 7 S VU
Fille Arrangement: Alphabetical by nams of correspondent

The buyers, billing clerk, and the Chief of the Bureau, each main-
tains a file of corresvondence concerned with the routine functions
of their operations.

RECQ!PENDATIONSe AETAIN FOR THREE YEARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION
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DONABIR FOOD PROGRAM

The Pwrchasing Bureau is the State agency responsible for
the receipt and distribution of surplus foods made available to
public and private eleemosynary institutions, summer camps, and
for family welfare distribution in Maryland by the Production and
Marketing Administration of the U.S. Department of Agriculturs.

The permanent records of this operation are in two volumes - Order
Reglister and Delivery Account - showing the receipt and distribue-
tion data of all txransactions of the Program,

DISTRIBUTION FILE ' .

Dates: March 1, 1949 - -

Quantity: 7 drawers (1L cubic feet)

File Arrangement: Numerical

Annmual Accumulation: 2 drawers (I cubic fest)
Disposable Amount: 3 drawers (6 cubic feet)
Audit: State and Federal

The records concerned with each delivery received from the U.S.D.A.
are filed together as one unit. Records included ares

¥D Sk
FP-1-4

Delivery Order (U.S.D.A. £orm)

Notice of Allocation (U.S.D.A. form)

Confirmingz Order (U.S.D.A. form) indicating order
hag been placed for shipment

Notice of Allocation to Institution - one copy
for each institution participating.

Distribution Work Sheet - shows name of institu-

tion and amount ordered, allocated, and shipped.ﬁ

Delivery Receipt « indicating receipt of food by
Institution
Bill of Lading
Tabulation Sheet = (Purchasing Bureau form) used
as a delivery control
Railroad Arrival Notice
Freight bill

70

FD-57
occasional

RECOIMMERDATION: RETAIN FOR THREE YEARS OR UKYIL, AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY.

APPROVIED BY
RECIPIENT INSTITUTION FILE BOARD o vUORIIC WORKS
MAY 1 4 1956
Dates: 1949 - - Date

Quantity: 1 drawer (2 cubic fset)
Flle Arrangement: Alphabetical
Ammual Accumulations 3 linear inches

Report of Shipment Received Short and/or Damaged =

APPROVED
HALL OF RECORDS COMMISSION

Secretary
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4 l3 “ z
, An individual file folder is established for each institution, =
. agency, carp, etc., accepting food through the Program. The fils %)
L. contains the agreement with the State by which the recipient agency =
; agrees to tue terms of the Program, an annual inventory of Donable e =
o Food Program stock on hand, and some correspondence. ;‘"_ S
; ) w
RECOMMENDATION: RETAIN WNILE ACTIVE AND FOR AN ADDITIONAIL THREE © ?:
! YEARS AFTER DATE OF LAST ENIRY, AND THEN DESTROY. 2:8
! . <
15, | GENERAL CORRESPONDENCE e
.
, Dates: 19L9 - - 2
Quantity: 1 drawer (2 cubic feet) =
T

File Arrangements Alphabetical

Amnual Accuwmilationt 3 linear inches

Correspondence concerned with the Program. It is with Federal,
State, local and other state acencies, transportation and storage
companlies, individuals, etc.

RECOMMENDATION: RETAIN FOR THREE YRARS, AND THEN DESTROY.

APPROVED
BOARD F PURLIC
MAY 1 4 1356
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